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1. INTRODUCTION

Purpose of this Guide

The County of Los Angeles Department of Human Resources (DHR) has designed its website to provide a
variety of information about County employment. This guide has been prepared to help you navigate
the DHR website to search for jobs and set up a user profile.

How to Access the Website

You may access the DHR website by visiting http://hr.lacounty.gov. For your convenience, DHR has
made some website content also available via a mobile-accessible site at http://m.hr.lacounty.gov. The
information provided in this guide applies to navigating the full website from a computer. The
homepage for the full website is shown below.

¢ Los Angeles County Department of Human Resources s - [OX
%ﬂ & hitp: //hr Jacounty.gov/ [#2)[x] |Bing o]
& 15

w4 I@Los Angeles County Diepartment of .. l l Pt - B & - [EPage ~ @ Tools v

" lacountyegov lacounty.gov | Contact Us | Text Only | f A A

D H R Department of Human Resources ,O .

8 Job Search | Job Info Center | Employee Benefits | About Us

Job Search

Enter a Keyword

Keyword Search

Access Your Profile

Quick Job Search for

Administrative

General Maintenance

Health A Message from Lisa M. Garrett

= Click here to view a video message from Lisa Garrett Director of Personnel
Safety Department of Human Resources
Technology

The HR Report

Executive Positions

Please check out the HR Report's current issue to find legal updates, new, how-
to's, and overviews in the world of human resources - both inside and outside
the County of Los Angeles.

Special Recruitments

More Announcements

Do You Need Help? Most Requested Services

211 LA County TR PETEIETE International Public Management
LA CountyHelps County Home Association
Public Alerts Please take our survey Society for Human Resource

Jobs coming soon Rﬂanaqement

Class and 5Salary (Alphabetical) California State Website

Class and Salary (Item) Living Wage Compliance

Class Specifications J ]
County Digest WorkSource California

A HR News Feed

Popular Resources

Site FAQ | SiteMap | Language | Privacy Policy | Ac Disclaimer




2. SEARCHING FOR CURRENT JOB OPPORTUNITIES

The DHR website lists all job opportunities for which the County is accepting employment applications.
The following section describes methods for conducting job opportunity searches on the DHR website.

% Los Angeles County Department of Human Resources

@:r ~ |&]http:/hr Jacounty.govy q 4| x] |Bing et
& -
w o IéLos Angeles Courty Department of ... [ \ - B - ® - [5Page v ©Tools ~

ty.gov | Contact Us | Text Only | f A A

O ETEIEI &

M Job Search

Job Search

Enter a Keyword
Keyword Search

Access Your Profile

Job Info Center ‘ Employee Benefits | About Us

Quick Job Search for

Administrative

General Maintenance

Health A Message from Lisa M. Garrett

] Click here to view a video message from Lisa Garrett Director of Personnel
arety Department of Human Resources

Technology

Main Search

Sea rCh according tO mUIt|p|e Criteria- TO condUCt -Ls Angeles County Department of Human Resources-Job Search - \¥ e 1.} = /0
this type of search, follow the instructions below: "; —— — =

w & ﬂLnsAnge!ﬁOmm Department of ...

D‘ H |R Department of Human Resources

| 1ob Info Center | Employee Benefits | About Us

- Click on Job Search as shown in the screen shot
above. A new webpage will appear as shown in

the screen shot to the right. O",',‘ffff”“”“' .
- Enter one or more search criteria in the yellow %“c" Fieyest i" sty Tves
shaded area of the webpage: ) I ;e;emsm,, —
0 Yes or No to indicate whether you are a Technaiogy e 04100000 «
County employee. —
O Full Time or Part Time to indicate your it Hore Options
desired employment type. ¥ pimnsne e 7
0 Keyword(s) related to the job you seek e

(e.g., accounting or programming).
0 Your desired salary range (slide the ends of the orange scrollbar to adjust the range).

- Click on the icon.

! This section addresses restricting the full list of job opportunities to only those that meet your specific needs. If you wish to
view all job opportunities, do not enter any criteria when conducting your search.

4



In contrast to the @ Main Search which takes you to a separate webpage to select multiple job search
criteria, there are ways to search for job opportunities directly from the homepage of the DHR website.
As you become more familiar with County jobs and navigating the DHR website, you may find one or
more of these other search methods useful.

< Los Angeles County Department of Human Resources
6:# v |&]http: /. lacounty .gov/ q *2||X| |Bing

w4 [@Los Angeles County Department of ... l_l - B - ® - [=Page v @ Tools ~
" locountye gov lacounty.gov | Contact Us | Text Only | [ A A

R Department of Human Resources /0 .

Home | Job Search | Job Info Center Employee Benefits | About Us

Enter a Keyword

Keywaord Search
=

Access Your Profile

@ — | |Job Search

[ || | Quick Job Search for

Administrative

General Maintenance
@ Health

Safety

A Message from Lisa M. Garrett

Click here to view a video message from Lisa Garrett Director of Personnel
Department of Human Resources

Technology

The HR Report

Executivg Positions

Please check out the HR Report's current issue to find legal updates, new, how-
to's, and overviews in the world of human resources - both inside and outside
the County of Los Angeles.

Special Recruitments

@ Keyword Search
Search according to keyword(s) related to job opportunities. To conduct a keyword search, type
a keyword (e.g., accounting or programming) in the text box and click on the icon.

@ Quick Search
Search according to major job category (e.g., Administrative or Technology). To conduct a quick
search, click on the name of one of the major job categories.

@ Executive and Special Recruitment Search
Search for executive openings and special recruitments (e.g., positions requiring highly
specialized expertise). To conduct this type of search, click on the | st icon. 2

Special Recruitments

? Most executive recruitments do not require applicants to create a user profile or submit a County employment application
(i.e., a resume and statement of interest may suffice). If you are interested in an executive recruitment, carefully review its
specific job brochure for instructions.
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3. REVIEWING THE SEARCH RESULTS

Conducting searches results in a listing of current job opportunities that meet your search criteria. The
listing will be displayed on a new webpage (see screen shot below) and will provide general information
(e.g., position title, department, and salary) for each job opportunity. The following section describes
key points for reviewing the search results page.

£ Los Angeles County Department of Human Resources-Job Search- Jg R E\@g|

@‘\-—7, ~ €] http://hr‘Iacounty.gov/wps/porta\/dhr/search_reau\ts?isEmp\oyee:true&qText:&q | X pi-
& -
= — ~ »
e g I@Los Angeles County Department of ... ] ‘ -8 d - [5Page v @ Tools ~
D' H ‘ R Department of Human Resources "I Enter a search term
Home [FJob Search'| Job Info Center | Employee Benefits | About Us ‘ @
- Refine Your Results
1 2 3 4 5 6 7
Are You a County Position Title Department Exam Type Salary Min Salary Max Salary Type < 7
Employee?
& No DEPUTY SHERIFF  Sheriff open $4,702.45 $5,058.46 Monthly -
~ Yes TRAINEE Competitive
Job
Employment Type Opportunity
@ R PHARMACY Health Open $8,624.64 $10,715.18 Monthly
¢ Part Time SUPERVISOR 1 Services Competitive
Job
Salary Range Opportunity
110,000 = DL SURGICAL Health Open $2,871.00 $3,751.64 Monthly
TECHNICIAN Services Competitive
— Job
Opportunity
Departments/Agencies RADIOLOGIC Sheriff Open $3,900.64 $5,114.18 Monthly
All TECHNOLOGIST Competitive
Job
Opportunity
Job Type A2
SUPERVISING Health open $4,509.64 $5,014.82 Monthly
RADIOLOGIC Services Competitive
TECHNOLOGIST [ Job
o \
Opportunity —
s

Modify Search Results

In the gray shaded portion on the left-hand side of the search results page, you can modify your
search criteria to narrow or expand the listing of job opportunities. Note that two additional
search criteria are available: Department (e.g., Fire Department) and Job Type (e.g.,
Professional). After you have made your selection(s) to modify the search, click on the &: icon.

View Multi-Page Search Results
To view search results that are shown across multiple webpages, click on a page number shown
at the top of the search results area.

Sort Search Results

By default, new or updated job opportunities are listed first. You can sort the listing by any of
the general information provided (e.g., salary) by clicking on a field name in the header row of
the listing. Repeated clicks on a single field name switch the sort between ascending (e.g., low to
high) and descending (e.g., high to low).

Obtain Detailed Job Opportunity Information

Click anywhere in the “row” for a given opportunity to review the official job bulletin that details
important information such as duties and requirements. The job bulletin will open in a new
window, and you can toggle between windows to return to the search results page as needed.




4. REVIEWING INFORMATION ABOUT A SPECIFIC JOB OPPORTUNITY

The official job bulletin for a specific opportunity provides very important information. The following

section highlights selected portions of the job bulletin that relate to the purpose of this guide. We
strongly recommend that you review the job bulletin in its entirety for other purposes (e.g., to

understand the duties and requirements) before submitting an application.

® ©

?@

~ County of Los Angeles - Job details - Windows Internet Explorer “@Mefesiiid ] I:II§|
ties - X htps brassring.com ¥ & |#l[x]|P B
. ) »
¢ Favorites | X County of Los Angeles - Job detalls | G- 8 1 m - Page~ Safety ¥ Tools ¥ @~
?Help -
Job details
+ JobTor1 * *
’ Apply to job l [ Send to friend l [ Save to cart ] i View similar jobs
Bulletin Number 27T18BR *
=P Type of Recruitment Open Competitive Job Opportunity
Department Sheriff
Position Title DEPUTY SHERIFF TRAIMEE
Additional Title APPLICATIONS MUST BE FILED OMNLINE OMLY - APPLICATIONS SUBMITTED BY U.S
MAIL, FAX, OR IN PERSON WILL NOT BE ACCEFTED
Rebulletin THIS ANNOUNCEMENT IS A REBULLETIN TO UPDATE THE SPECIAL REQUIREMENT
Information INFORMATION AND SUPERCEDES THE BULLETIN UPDATED ON 07/24/2012. PERSONS
WHO HAVE APPLIED UNDER THIS EXAMINATION NUMBER NEED NOT REAPFLY. BUT
MAY SUBMIT ADDITIOMAL INFORMATION IF THEY WISH. THE INFORMATION MUST
INCLUDE THE CORRECT EXAMINATION TITLE AND EXAMINATION NUMBER
Exam Number 154
Filing Type Open Continuous
Filing Start Date 07/25/2011
Salary Type Ianthly
Salary Minimum 4.796.28
Salary Maximum 5.958.46
Position/Program Paositions in this non-swaorn Deputy Sheriff Trainee classification are characterized by
Information participation in a formal law enforcement-training program involving both classroom and practical
instruction in subjects such as criminal law. evidence and investigation. patrol and traffic
procedures, administration of justice. paolice/community relations and jail custody and
operations. Incumbents must possess the ability to assimilate classroom instructions covering
a wide variety of academic and technical subjects as well as physical skill and coordinat on to
hecome proficient in firearm and weaponless defense techniques. The program is approved by
the Califarnia Department of Corrections and the California Commission on Peace Officer
Standards and Training (POST) K

Apply to Job and Save to Cart

These two icons direct you to sections of the DHR website where you can immediately apply or
save the job opportunity for later review, respectively. To utilize these features, you must be
logged-in to your user profile. The next section of this guide describes creating and accessing a

user profile.

Type of Recruitment

Non-County employees can only apply for “Open Competitive” job opportunities. If reviewing a
job bulletin that indicates any other recruitment type (e.g., “Departmental Promotional), revise
or conduct a new search in which you specify your County employment status.

View Similar Jobs

If you find a job opportunity interesting, you may want to view other similar opportunities.

Clicking this icon opens a window that lists these opportunities.

Send to Friend

Click on this icon to email a hyperlink for the job bulletin you are viewing to yourself or someone

you know.



5. CREATING & ACCESSING YOUR USER PROFILE

There are numerous paths on the DHR website for creating and accessing a user profile. The following
section describes the most straightforward path for performing these two actions.

- Los Angeles County Department of Human Resources L \___
Gjr - €] http: /fhr lacounty . govy #+/|%] |Bing

w & [@Los Angeles County Department of ... I_I 2 - B = - [ZPage v & Tools ~
lacounty e gov lacounty|gov | Contact Us | Text only | [ a A

D H R Department of Human Resources .oo .

Home | Job Search | Job Info Center | Employee Benefits | About Us

Job Search

Enter a Keyword

Keywaord Search

@—b Access Your Profile

Quick Job Search for

Administrative

General Maintenance

@ Create Your Proﬁle - Home - Windows Internet Explorer

O - | X ritpsfrsibs brassrivg.com/ 11033 s Agkim_heme sp Eerinerid=2S0528% @ e % -
ﬁ_.-
-> Click on Access Your Profile from the DHR & o m-Xcamyaima, * Beceaenio 95 =gk ]
website homepage as shown in the screen Wekcome

shot above. A new webpage will appear as
shown in the screen shot to the right.

-> Click on Click here to create a new accountin . ...
the log-in area at the top right-hand corner of |-
the webpage. s

Line P runigation b ek ol the 12

Log in to access your profile and jobseeker
tools. First time visitors, click here fo create a
new nt.

- A new window describing the privacy policy
will appear as shown in the screen shot below.

E-mail address [ |

: - - — Password | |
~ Privacy policy - Windows Internet Explorer |__
x https: //siobs brassring.corm /1 1033/asptg/cim_pop_privacypolicy asp?PS=1&R Fcrgct veur gassu-.-crd’

Privacy Policy for the County of Los Angeles Department of Human Resources.

The Board of Superisors of County of Les Angeles recognizes the public's concern about privacy -
on the Internet. This privacy statement establishes how information gathered about you from your
visit te our website will ke used by this website's operaters. As a visitor, however, you should be
aware that much information submitted to County of Los Angeles is public information under the

laws of the State of California. Under seme circumstances. we may be required to disclose such
information in accordance with the California Public Records Act or other legal requirements.

By continuing ta submit your information, the Use Disclaimer set forth here. you agree to all of the
above terms and further agree to use this Online Job Employment Application System only for the
submission of bona fide employment applications to the County of Los Angeles. Any other use of
this Online Job Employment Application System. including without limitation any cepying.

downloading. translation. decompiling or reverse engineering of the system. data. or related
software, shall be a violation of the Use Disclaimer.

& Internst #1009




-> Read the privacy policy and click on the icon at the bottom of the window.

Note: If you click on the icon, you will not be able to create an account or apply
online for job opportunities. Most job opportunities require online application submission
(i.e., applicants cannot submit paper applications).

- A new webpage will appear as shown in the screen shot below that prompts you to create a
login. Read the information on the
webpage and enter/select the
requested items:

¢ County of Los Angeles - Create account - Windows Ifiesie. o~ 3 o 0K
@\; - | X httpa://Sjoba.braasring‘comfl1033/asp/tgﬁ67cimp(q 8 ||4[x P=
4 @ o

* & [x County of Los Angeles - Create acc... ] I f2 - B & - [Gpage~ GTools~

O Email address.
0 Password. You must change Create login

your password after 90 days. The security question will be used to help you if you forget your password.
0 Security Question. If you

?Help

Enter your e-mail address and choose a password to set up an account. You will use this login to view, change or
submit your information in the future.

In order to apply to a job opportunity, you must have an email address. If you do not have an email address, you may

forget you r paSSWOrd, the obtain one free through sites such as:
1. Yahoo
system will verify your 3 Gacgre
id e ntity by posi ng th is Please do not use your account to apply for another person, each applicant MUST have their own user account.

For technical help, click here

guestion. If you answer it
. E-mail addressl:l
correctly, you will be able to Password| | Password socuriy s

re-set your password and iy — >
Select a security question | What is the name of your first school? ¥
a Ccess yo u r a Cco u nt' Answer to your security questionl
0 Security Question Answer. Paiordguines -
. our passwor must be a minimum of 6 and a mammum_ of 25 characters.
Be sure to provide an answer Vo beeovard i e ease et A el acress
to yo u r Se I ected SeCU I"Ity If you do not have an e-mail address, you can choose one from Yahoo lail or Hotmail te sign up for a free account

question that you will easily
remember in the future.

- Click on the icon at the bottom of the window.

- The Welcome screen of your user profile will appear on a new webpage as shown in the
screen shot below.

£ County of Los Angeles - Home - Windows Internet Explorer kctier Bl g@@
@ - X hittps: [ fsjobs brassring com/1 1033 2=ptg/cim_home asp iD= "tepdvrpx ovAv_er & | 4 x # -
& -
“ X County of Los Angeles - Home fa- B @& - | page~ OiTools > |
THalp
Welcome

For bechnical helg_chick hure

Search openings
View all current job opporunitios, of search on specific critera 1o find jobs that match your interests

Use your browser back bulton at the top 1o mave between screens

Job submission stotus
Check the status of your job submission

Edit your profil:
Update your login, comtact information, education. work expenience and upload your attachments

melCY man

Uplead, edit. or delete up to fve versions of your resuma/CV and cover letter (Only|
Search agent manager

Creste. update. or delste saved job searches

Jdob can

Vierw or submal your resumelCV 1o jobs you prisously saved
Saved dralts
Did you save an application or Job Spacie Questionnaire to complata for Later? From hers you may complate any dratis] that you have saved You have thirty (30) days or

elose of filing. which ever come first. te finish your drafiis)

Log ous




< Los Angeles County Department of Human Resources

G:" & hitp: /hr lacounty.govy 4][x] |Bing B

& - I

(% & [E Los Angeles County Departrent of ... ] \

G+ B - @ - [Page~ GTools~

lacounty e gov

D

8 Job Search

Job Info Center

H R Department of Human Resources

Employee Benefits

lacounty|gov | Contact Us | Text Only | [ a A

P R

About Us

Job Search

Enter a Keyword

Keyword Search

Access Your Profile

Quick Job Search for

Administrative

General Maintenance

HDme = Windows Internet Explorer
. Access Your PrOfI Ie Q50 - [ it fsjobs brasaring com/1 10330 hcim_home ssppertrerid 2506288 B | 41 % i
-> Click on Access Your Profile from the DHR 5 4 o -xcomana. = Beskrsenio 89 = begion:

homepage as shown in the screen shot
above. A new webpage will appear as shown

in the screen shot to the right.

of the webpage.

Note: If you do not remember your

password, click Forgot your

password? and follow the instructions
in the new window that appears.

Click on the icon.

The Welcome screen of your
user profile will appear on a
new webpage as shown in the
screen shot to the right.

Enter your email address and password in
the log-in area at the top right-hand corner

< County of Los Angeles - Home - Windows |Internet Explorer

Ly 10 e o vt et i
Toen P s vwbery, il on e v

Rt popuinty wh pamistin st Frrugh 8 pree webmeaon <t may reed 13 e gl
Teaccuns you o drata log it your pcciunt and chck on e “Saved ks’ ik
NOTICE

Dramog thes lova of el o

‘mm\

Sppanures o sesl

Uit tha rinegatisn b bk 0 9 159

Log in to access your profile and jobseeker
tools. First time visitors, click here to create a
ngw account.

E-mail address | J

Password | l

Forgot vour pagsword?

G e v | X hitps: ffsjobs brassring.com1 1033 aepg/cim_honne asp?SID="tpdnpxXuhy_cy 8 JE = 2.
G__- -
# & | X Courty of Los Argeles - Home -8 Eage » & Tooks =
?Help
Welcome

Eor tochnical hl ek hig

Segrch ousnings
Vi all curreet job cpporunities. or saarch on specibe cotana 1o find jobs thal match your inerssts

s your browser Back button at the 1op 19 move betaeen screns
-
Check the status of your job subsision

Edif i
Updata your lngn. soataet mfamation, agusation, wark sxpansacd and uplzad your sttachmants

FrsmaCy manages

Uplosd, edt o dargne upIa vt virsions 3 your resumaiCy and cover letaer (Dinly)

Search agent manages

Create, update, or dulste sied job samesas

Jab cany

Vi or SUBMA YOUT reSUMAICY 0 jobs you prracusly saed

Saved draBts

Did you sie an application or Job Specifc Questionnaing to complete for laner? From hene you may complete any diafis] thn you hive saved. You hire thiy (30) days o
close of filng, which ever come frat. 1o finish your deaftis]

Logow
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6. UTILIZING YOUR USER PROFILE

The following section describes some of the useful features of your user profile.

Customizing Your User Information

M,

# County of Los Angeles - Home - Windows ietiie (B

@;-; - | X https:/fsjobs.brassring.com,fl1033/q 8 (|4 % P~

-

w o [)( County of Los Angeles - Home [_l i f - B - & - [FPage » @ Tools - i
2Help

Welcome

For technical help. click here

Search openings
View all current job opportunities. or search on specific criteria to find jobs that match your interests

Use your browser back button at the top to move between screens

Job submission status
Check the status of your job submission

Edit your profile
Update your login, contact information. education, work experience and upload your attachments

Resume/CV manager
Upload, edit, or delete up to five versions of your resume/CV and cover letter (Only)

@ Edlt Your PrOﬁIe itoﬁ - iws Iternel- .-...=. —
w & ffsjobs brassring comy1 1033 fasp/tgorotiledetail asy &k | #+ X B
- Click on Edit Your Profile from the LN :
. W& | X County of Los Angeles - Edil profile i ) # - iFPage v @ Tools ~
Welcome screen as shown in the screen 2ian
H Edit profile
ShOt above' A nEW Webpage WIII appear Update or review your login, contactinformation, education, and work experience. You can also updale
. . addibional information hke new skills and responsibiilies you may have acquired and wanl us 1o know about
as shown in the screen shot on the right. ‘ ' ’ ' ¢ ‘ =
- Click on the respective tabs and enter, soe ] [E]
update, or review profile information. T
0 Contact Information (e.g., mailing
address) o Contact information Work experience Education Questions
0 Work Experience (e.g., job duties) 3 g
0 Education (e.g., degrees) =
0 Attachments (e.g., transcripts)’ s
0 Questions (e.g.' email preferences) Ghinge oasswocd Ghand sttt ausshan
Sam | | Back

Note: When applying for a job, you will

have the opportunity to review and update this information before you submit your
application.

> Click on the icon (if you make any changes) and the icon at the top or bottom of
the webpage to return to your user profile Welcome screen.

® The Attachments tab will only appear after you have applied online for a job opportunity and included an attachment with

your submission.
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@ Save and Manage Resumes & Cover Letters
The Resume/CV and Cover Letter Manager allows you to save versions of your resume,
curriculum vitae (CV), and cover letter to your profile. When applying for a job opportunity, you
can select which version to include with your application depending on the previous work
experience you want to emphasize. Follow the instructions below to utilize this feature. 4

-> Click on Resume/CV Manager from the user profile Welcome screen as shown in the screen
shot on the previous page. A new webpage will appear as shown in the screen shot below.

¢ County of Los Angeles - Resume/CV ants, o, 4 |_|[E]X]
@h - | X hthjs://sjobs.brassring‘com,fliq 8 ([#][x _‘ P~
-

W e |X County ofLosAmge\es—Ru.‘ | :f - B - & - [5hPage v @ Tools v

2 Help

Resume/CV and cover letter manager

The Resume/CV Manager allows you to store, maintain, and track up to five versions of resumes/CVs
and cover letters

[ Add new resume/CV ] [ Add new cover letter I [ Continue

Resumes/CVs

You have no resumes/CVs or cover letters on file

[ Add new resume/CV ] [ Add new cover letter l [ Continue

Resume/CV

= Click on the [__Addnewresumeicv__ Jicon to add a
new resume/CV. A new window will appear
as Shown |n the screen ShOt on the r|ght To add an existing resume/CV, either upload it by clicking the Browse button, or paste it

inta the space provided. If you do not have a resume/CV, you can build one

os Angeles - Add réS8ae, " H [TH X

X https: /fsjobs brassring.com /11033 /a5 /tg//selectrasume . asp S 10 ="Kz4uf E

-> Click on a radio button on the left-hand side
of the screen to indicate whether you want
to upload the document from your computer (eoumelC you may clok has o teals  uale i your ontact mormatin

experience and education

or type/paste it into the system.

& Upload my resume/CV from File to
my computer upload

Mame this =
) Enter my resume/CV by resumelCy, My resume/CY

typing or copying t in

|[ Browse

If you indicate the latter, the window will
change and provide a textbox in which you
can type/paste your information.

(Maximum file size: 3 MB)

Cancel
() Upload my resumaiCV from my computer
(=) Entor my resume/CV by typing or copying it in
Enter the text of your resuma/CV in the text bex zelow Reguma/CV tips O Int=rnet i 100% ~

Hame this rssume/CV: | My resuma/CV

- Depending on your selection above, select the file to upload from your computer (click on the
icon to access your files), or type/paste your information into the textbox.’

-» Provide a name for the document that identifies what makes it unique from other similar
documents in your profile (e.g., Accounting Resume or Management Resume) and click on
the icon at the bottom of the window.

4 Only use the Resume/CV Manager for resumes, CVs, and cover letters. Use the Attachments tab in the Edit Your Profile
section of your profile to upload other types of documents (e.g., degrees and transcripts).

> If you type/paste your information into the system, you can include HTML codes to format the information for easy viewing.
12



- A new window will appear that previews and confirms the document has been saved. Click

on the icon (or the icon if you typed/pasted in your information) to close the
window and return to the Resume/CV Manager webpage.

Cover Letter £ County of Los AngelesZHtis oo, M r‘rl&‘

9 ClICk on the ’ e el ] icon from the X hitps: //sjobs brassring.com/11033/asp/ig/ta_cim_addcoverley &

Resume/CV and Cover Letter Manager webpage

. . E far v wer letter in the field provided, then ty) h

to add a new cover letter. A new window will o ot o 1o ety e T v, then type or pastthe
appear as shown in the screen shot on the right.

Cover letter name

Cover letter text

= Enter a name for the cover letter, type/paste the
content of the cover letter into the textbox
provided, and click on the icon.

- A new window will appear that previews and
confirms the document has been saved. Click on

the icon to close the window and return

to the Resume/CV Manager webpage.

Done: & Internet % 100% -~

General Information

- When you add a new resume, CV, or cover letter, the Resume/CV and Cover Letter Manager
webpage updates to display a summary of the new and existing document(s) saved to your
profile, as shown in the screen shot below. From the webpage, you can perform the
following actions:

O View, edit, and delete ¢ County of Los Angeles - Resume/CV and cover letter haass_, 8 Flrl[sf(\
.y G- X hitps: //sjobs brassring.com/11033/asp/tg/tg_cim_resuv & | 4 X
ments. Editing or LA
docu.ets diting o &
deletlng aresume, CV, or Wk ‘XCounty of Los Angeles - Resume/C... | | fi - B ® - [BPage~ GTook v
cover letter does not impact Plislp
the dOCU ments you Resume/CV and cover letter manager
. . . The Resume/CV Manager allows you te store. maintain, and track up to five versions of resumes/CVs and cover letters
previously-submitted with a
. b I' t_ ( d't r [ Add new resume/CV ] [ Add new cover letter ] [ Continue ]
jo ap.p ica |o'n e.g., edits are I
effective moving forward and = - T T T Y
. Wanagement Resume 07/15/2013 View submissions
are Only applled to neWIV- Accounting Resume 07/15/2013 View submissions / ﬁ Tﬁ ®
submitted applications). cover latters
Please submit a cover letter
0 Browse document pOSting [ Add new resume/CV ] [ Add new cover letter ] l Continue
date, which is the date you

saved a document to your profile.

0 View Submissions. View the job application(s) to which you have attached each
document.

0 Set document default. If you have multiple versions of a given document (e.g., different
resumes), you can designate one that is automatically attached to all of your online applications.

When applying for a job, you will have the opportunity to remove or upload a different
document.
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Utilizing Additional Job Search Methods

]

= County of Los Angeles - Home - Windows ieriie:

X https: ffsjobs brassring, com/liOBB/q S

For technical help. click here

Search openings

Use your browser back button at the top to move between screens.

Job submission status
Check the status of your job submission

Edit your profile

Resume/CV manager

Search agent manager
Create. update. or delete saved job searches.

Job cart
View or submit your resume/CV to jobs you previously saved.

Saved drafts

Log out

; % .

w IX County of Los Angeles - Horme l } i fa - B - @ - [EPage v @ Tools v i
?Help

Welcome

View all current job opportunities, or search on specific criteria to find jobs that match your interests.

Update your login. contact information, education. work experience and upload your attachments.

Upload. edit. or delete up to five versions of your resume/CV and cover letter (Only).

Did you save an application or Job Specific Questionnaire to complete for later? From here you may complete any
draft(s) that you have saved. You have thirty (30) days or close of filing. which ever come first. to finish your draftis).

Search Openings

Allows you to search for openings using the same criteria described in Section 2 of this guide,
along with additional search criteria. Follow the instructions below to utilize this feature.

> Click on Search Openings from the Welcome screen

of your user profile as shown in the screen shot
above.

A new webpage will appear as shown in the screen
shot to the right.

Enter your search criteria, noting the additional
search criteria available by searching via this
method:

O Job Field (e.g., Human Resources)

0 Essential Job Functions. Type or paste a
description of the job duties you want to
perform into the text box to view matching
jobs.

0 Job Match. Type or paste a description of your

ideal job, your specific skills, or your resume
into the text box to view matching jobs.

- Click on the icon.

o

&

W@ X County of Los Angeles - Searc... f-8 - -

= X hitps:/fsibs beassring.com/11033% 8 | % | x

rage ~ & Toals ~

=

Usa the saarh ertana balow b idantity tha eaesar cppemunity
Swarch To seiec "
select

Search openings

Ingking for and chieke
ulliple fems n & hat, hold de TRL whie you

Ear techoical halp. click hare

Keyword lgs
This fisld supparts Baolean oparators like AND, OR and AND HOT
Pasition Titke

Job Fiold
| Adrm tion

A
Auation

Essantinl Joh
Functiom

T |
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13)

Search Agent Manager

Allows you to create, edit, and run saved searches. New search results can be regularly emailed
to you. Follow the instructions below to utilize this feature.

-» Click on Search Agent Manager from the Welcome screen of your user profile as shown in

the screen shot on page 14.

= Inthe new window that appears, click on the [

Create new search agent ] icon.

Note: This window will only appear if you are setting up your first search agent.

- A new webpage will appear as shown in the screen shot below. Enter the following

information:

0 Search Agent Name. Give the search a
name that reflects its content (e.g.,
Clerical Search).

O Email Frequency. Indicate how often
(e.g., weekly) you want to be notified
about new opportunities that match
your search.

O Email Address. Enter the email address
where you want the notifications to be
sent.

0 Search Criteria. Indicate your search
criteria such as keyword, position title,
salary range, etc.

& Create search agent - Windows In

X https: /fsjobs brassring.com/11033/asp/tg/cim_editsearch.asp ?AgentiD=08S]]

name

Name this search so that you will recognize it when you want to use it in the future.

E-mail frequency

Choose how often you want to receive search results via e-mail.

Search agents automatically expire 90 days after their creation or renewal date. You can renew active
search agents on the Search agent manager page.

Cancel

Dorne @ Internet

1009

-> Click on the icon at the bottom of the page.

- A new screen will appear to confirm that your search has been saved. The search agent will

remain active for 90 days. Read the message provided and click on the icon.

- A new screen will appear that provides a
summary of your saved search as shown in
the screen shot to the right. From this
screen, you can perform the following:

O create new searches to save

0 modify existing searches (e.g., change

email frequency or edit search criteria),

run a saved search

0 view the remaining number of days a
search will remain active

O renew a search for 90 days

0 delete a search

o

ngeles - Search agli e ag | (=] 9

Q- X https://sjobf;‘brassring‘corq 3 |[*#)|x Rl
& -
s ) ——| |/ . = § »
W e IX Caounty of Los Angels... I } - B @& - rPage ~ U Tools v
?Help
Search agent manager
The Search Agent Manager allows you to create. edit and run your saved searches. Saved
searches can be configured to have the newest results of your search e-mailed to you on a
regular hasis
[ Create new search agent ] [ Delete selected search agents ]
Clear checked
| O I Ty ey e
[ Clerical Run J 90 Renew E
[ Create new search agent ] [ Delete selected search agents ]

Note: If you already have at least one saved search, this summary will appear when you click
on Search Agent Manager from the Welcome screen of your user profile.
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7. CONCLUSION

This guide has been prepared to help you navigate the DHR website to search for jobs and set up a user
profile. As you navigate the website to perform these functions, you may notice ?Help and
For technical help_click here - hyperlinks on many of the webpages (see example screen shots below). You can click
on these hyperlinks to obtain additional assistance, including answers to Frequently Asked Questions
and a mechanism to send questions directly to a Support Analyst who will respond to you by email.

< County of Los Angeles - Home - Windows Internet Explorc AL B f rDr)_(
e

& -

- | X hittps: ffsjobe brassring com/1 1033 mpnfim_tome aspipay 8| 4 &

X County of Los Argeles - Home -8 -G

Welcome

e updated caily Vo
jobs to my emad) sllows y

2 SUbMA your INfOIMAten 3 Intsrest nnkne 3nd e notited when 3

7Halp 2
Leg it 1o wccwas your iratie 85
tzes. Frattme vatery. siae
The County of Los Angeles is 3 prest place o stad or contines 3 path to your carsed Job oppotunitins SRS
us am able 0 easily apply for jobs of intaress. Tha Saarch Agent MarageniSand  L.owissarsas

FORHION 1 Matches your Crteed 5 Fo3ted o the Raure. To Aciriate this feasure, you wil naed to fog . Fase

Helg

L
)

and L
the 5ama rank and salary and yeu muss hawe demansirated skils and Arll udas requred n his new posiion {Crd Sardce Rude 1503

Flaase ncte 1hat 5ome applicatkns. may not autc-popedats wath ifomaticn submitied thiough 3 prior submission and may need to be re-sntered
To access your saved crats. Iog into your account and cick on the “Saved drafts” ink

HOTICE

uring this fima of financial constrants. thare may not ba hring at this tima for all posiions. Howaver. Lo Ange
axaming Spplicants to ensure Gualfied candidates are readly avalable for hire whan reecad 1o Brovide SRMCES |
County

wdants of Log Angelss

urstis. o S4AIh on apecAc critana to nd jobs that mateh yeur inerasts

Us# tha naigation baNGgk at the 1o b move batwaan szresas

¥ continues 12 recrut and

< County of Los Angeles - Home - Windows Internet Explorg. o r |ﬁ:| ||'_|

G - | Xhttps: ot besssring com/11033/ap/ajim_bome sl & | 4 % B
% -
WS X County of Los Angeles - Horme fi+ B & - Py =

Criunties. o SRarch on Bpeciic criena 1o find jobs that match your ntecests

Usa your browser back

on at the 1o ba mive between screes

ok submissica]
Chack the statud

For technical help_click here

Edit your profilg
Update your lopr

Besume/CV manager

Lighead. adit, o delete up b Sve versions of your resuma/CV and cover ltter (Dnly)
Search agent manager

Croate. update. o delete saved job searches

it of Skt pour /T be b you previcus y saved

O you 5ave an application o Job Specific Questioniaing to complete Tor Iater? From hert you may complete any drafis) that you have soved. You
e thiy {30) days o Closs of filng. which ever conia first, to firsh your draf[s)

Lag.out

For technical help_ click here

We wish you the best in your career endeavors.

For questions related to your application or information about a specific job bulletin, please refer to the
contact name indicated on the job bulletin announcement.

glent Nanagement Divisio

Department of Human Resources
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